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Register of Interest: Governance Professional / Clerk to Governing Board



	BEP clerking services frequently recruit to the clerking bank.  Recruitment is done in line with vacancies available in different areas at that time. 
To express an interest in the role please complete the following and return to hfl.recruitment@hfleducation.org to be placed on our interest list.   


	Forename:
	
	Surname:
	

	Postcode:  
	
	Telephone No: 
	

	Email:
	
	Date:
	

	Candidate Availability: 
Clerks are employed on a sessional basis to support a school’s clerking subscription.  Most of these meetings take place in the evening onsite at schools; but on occasion may take place during the school day.  There is also opportunity to support panels during day/evening in term time.

	Please indicate the days and times that you would be available to attend meetings. 

	

	Please indicate the towns / areas that you would be willing to travel to, in both Bucks and our neighbouring counties (Herts, Middlesex, North London, Berks)  

	


	Please indicate the types of meetings and panels you would be willing to support

	Full Board
	
	Committees
	
	Exclusion Panels
	

	Complaint Panels
	
	HR meetings
	
	
	

	

	Clerking Qualifications:

	Please give details of any clerking qualifications, including award and date

	


	Would you be willing to be placed on a reserve clerking bank to support times of absence or leave

	

	Clerking/School Governance Experience: 

	Please indicate any prior clerking experience you have supporting schools and trusts in the education sector

	



	Please indicate any governance/education knowledge you have.  Indicating whether this experience has been in LA maintained or academy trust settings 

	






Skills, competencies and training.  
Please indicate below your level of skill, training needs and qualifications. 

	Skills and Abilities
	Highly Experienced
	Some Experience
	Require training 

	Clear written communication skills including spelling 
	
	
	

	Good listening and oral skills
	
	
	

	Ability to draft agendas
	
	
	

	Ability to produce accurate & concise minutes
	
	
	

	Ability to collate and distribute information in an organised approach
	
	
	

	Ability to organise own time and work to deadlines
	
	
	

	Confidence to advise and guide others
	
	
	

	Ability to remain impartial and confidential at all times
	
	
	

	Ability to use the internet
	
	
	

	Good ICT skills including Microsoft Word  
	
	
	

	Typing skills
	
	
	

	Understanding of MS Teams video meetings
	
	
	

	Commitment to equal opportunities and supporting HFL’s strategy for equality, diversity and inclusion strategy 
	
	
	



	Training and Knowledge
	Yes
	Possibly
	Unable to support

	Willing to attend mandatory remote company and clerking induction required for this role
	
	
	

	Willing to attend remote termly clerks’ briefings notifications given in advance
	
	
	

	Willing to spend time reading up on governance legislation, guidance and procedures to build your success in the role
	
	
	



	Special Requirements
	Yes
	No

	Has access to own IT with web camera
	
	

	Has a valid driving license and access to a car 
	
	

	Able to work at times convenient to the governing board, including evening meetings
	
	

	Available to be contacted at mutually agreed times.
	
	



	Additional Training Needs
Please indicate any additional training/mentoring needs that you feel would benefit you in this role.
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